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1. Purpose. To provide policy and procedures for the uaes and maintenance of
the Bpace and Haval Warfare Information Technology Center |SPAWARINFOTECHCEM)
per references (a) throoggh (),

2. Discussion. Reference (e} provides extersal organization usage reguire-
manbe of the facility.

1. Polioy
a, ODffices

(1} Hard wall {single room] offices will be asaigned in the following
arder,

{al Gowvernment

1. GELS/06

2, GELA/0B

3. GE13/04
4. Case-by-case exceptions
ib) Comtractor

1. Sanior On-site for Prime
. Depuby Dn-site for Pelme

i. Benlor QOffigial for Cm-site Bubs

Cage-by-case exceptliona
(2} Cubicles

ial Typical *B* cubdecle {9° x 147} will be assigoned to Jovernmant

G513 employees and private contractor eguivalent, All other personnel will
be appigned to typical ®AF cubiclea (7' x 9},
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(b} The Direstor, SPAWARTHFOTECHCEH will approve any excepblons
and notify the Facilities Management Department |ITC24) of approvals wia
E-mail.

13] Mowvea and apace aEsignments

(a} The Director or Technical Director, SFAWARTIHFOTECHCEN will
appeava all sffice/personnel moves and space assignments.

(b} The applicable department director or project manager will
costdinate with the Bupply Managemant Division {(ITC243) for moversnt of
PECERELY .

(e} Spesific location and future operational requiremants may
affect Che office assigneents and could result in modification to che abowe
bagic policy priarity order,

i4) Vacated offices

lal Ferscanal will not take/pilferage agquipment within vacated
cubicles.

(b} Eeported property loss will ba varifisd by the Facilitiaa
Managenant Department [(ITCZ24) and forwarded to the Sscurity Office {(ITC201)
for invastigation per reference [c|.
{51 Hard wall and cubicle sxteriocr decorative/informaticnal
adornmants. Coordinate all decorative/informabional adoroments with tha (B
Foundation Representative wia the Facllities Managemsnt Department {ITC24)

k. Parking

(1) Tha Security Office [(ITCZ0L1) will coordinate and resolve all
parking lesuas.

{21 Parking is available in the froot of the building, in che garage
locared in Back af the buildings, and acrosa the straat.

11) Tickets will be issusd for illegal parking. Coordinate visiter
and reserved space requests through che Sacuribty OfFfige (ITC201).

(4] Very Important Persce [VIP] parking requests must be made to the
Commuanicaticna Department (ITC26). VIP's are classified ar military rank 06
and abowa and GHLS level and abowve.

o. Food
111 Coffes, soda, and water are allowed in meeting rooma.
12] Mestings that Last all day will be allowed to have food.

13] Coffee in the kitchanattes is the property of the coffas mass and
will be purchased at the colffes meas rabe,

141 Deparements will provide cups and napking [iF used) .



SPAMARTNFOTECHCENINST 11014 .2
17 Ape 2001

(%] Departments uging the rooms will clean the facilities price to
departiues.

d. Hesting Rocms

(1] Mescing roorms will be reserved and coosdinabed through the
Directar s peoretary (ITCO0S) .

12) Masting hosts will:

[a] Coordinate and request any Audio Visual (ASY) egquipment with
the Customer Bervicaes Departmenot (ITOS2) &SV rapressntative prior te the
mesting date.

lbl Coordinace and sequest any furniture chesugh the Supply
Mansgement Division (ITCZ43).

[e] Ensure long distance calls are sat made in Ehe mecting rocms
or adjacent cubiclas,

1d) Provide any office equipment and suppliss nesded.

le) Ensura that the mesting rooms arve cleaned and restorsd bo
their original ccodition upon completion of use.

. Smelking

il) Bmoking 18 prohibited within SPAMARINFOTECHCEH facilities.
Smokeless tobacco usage will not be permitted within the Tacilities.

12} Smoking cigarettes and weage of smokeless tobacco producta will
only be allowed in the designated area. This area is centered betwean
Buildinge 1 and 3. There will be oo amoking ab any entrance or exit of any
building or the parking garage.

13) amokeless tobacco usera will provide their osnm re-sealabla
amokelems, [(spit) containmer to be placed in the brash receptacles after wae.

i4) Cigarstbe butts are to be placed in the cigarecbe bakt
receptacles only., Extinguishing cigarette butts on the ground litters cthe
propacty and ie a safety hazard which could cause Firas,

. Ebovwar Facllities

11) Locker ugage will anly be used for the time nesded to completa
the athletic event/shower batween the hours of 0500 (6100 A.M.} through 1800
(G100 P.M.).

12) Personnel must provide their own locks,

13) Lockers will be emptised af all sontenta before leaving for cha
day. Aoy locker with padlocks still on them will receive a posted notice to

repcve the lock and all contencs, Continged violations will result in locksa
beimg cut off and contents CHEoWwn aday.

{4) Persconel must supply thais own shower essentials.
{5) Cleaning personnel will disgard any item left inside the showers.

3
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g. Humic

I1} HMuaie gplayed through the computers or portable devices will not
be lowd enough te ke heard by occupants in adjacent cubicles.

12} Perscnal headsete must be used LI personal hearing requires susic
to be a level louwder. Headsets will nok be purchased ab QUTETTOIRENT CHparE .

4. Acticn
a. Facilities Management Departmant [TTC24) will:

{1} Entorce DOH facility regulations in the stristest most practical
mannar Feasible,

(2} Ensure all deficiency notices wia E-mail/telephone ware ramolesd,

(3} Imiciave a follow-up E-mail after receipt of amy urgent
maintenance request Erom the UNO Foundation Repreagentative o ansurs
corrastive action has been indclated.

tal Coordinate with the UND Foundation Represantative conosrning
maintenance issuwes for the building per reference (a) .

(5} Address issues with the UND Foundation Repressntacive before
contacting outaida ssurcses or wendors bo correct tha proklem,

(6} Maintain a current listing of all facility deficiancies and costs
associated with the corrective aseions,

(7} Conduct on the spot checks within the facility for proper
correstion of noted deficiencies.

(8} Monitoar services provided by wendors of contractara.
(9] Enpure facility maintenance work la pesformed per contract terms.

(10] Conduct a daily walk throwgh of the facility Co enaure Cthat Ehe
facility im being properly maintained within sstablished guidelines,
palicies, amd proocedures.

{11] Coordinate with the Commodities Managemant Divisien {ITCZ43) ko
regolve Havy vamlor deficiencies amd warranty issues.

{12] Maintain & liast of aurplus materials and storage locactions Cor
quick referencoe.

{13] Srora all matarial in & climace-controlled secured aras Lf ae
all possible, to ensure the material is not destroyed or weathered bayond the
point of ussge.

{141 Frovide assistance to the THO Foundation Regrassncative when
FguaATed .

115] Coordinate as necessary with the Becurity OEfice (ITE201] @n all

requests Lor offlce cpeninga. re-keying of doors, duplicate keys, and cubicls
leckoute,
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(1] Investigate and ccordinate with the SBecurity OFfice (ITC201} all
reports of office squipment pilferage within vagated/scoupilad cubicles per
reference (o) .

(17} Coordinate wich the UNO Foundation Repeessptative the hanging of
any Lbems to the walls, windows, or oubicles exteriors.

{10} Establish and maistain an internal fire plan, which incorporates
pravention, inspection [monthly], evacuation, extinqulshing, engineering, and
aducation,

L. The UR) Foundation Represanktative will:

i1} Ba reaponaible for all contact with sther than Havy wendore
regarding bailding sarranty issuss.

{3} Perform generator maintenance and checks.

13) Correct any fallures in water, power, ucilities, alevators, and
HeaCing Ventilation Rir Condicloning (HVAD) system fallures.

{4) Perform a daily check of all waste receptacles, coordinarisg
dismpasal when necessary, and removal of trash in the surrounding area.

15) Perform a dailly check of the cigarette dieposal cans to ensues
they are being empbied daily by the facility cleaning craws.

16) Ensure rodent ramoval or iniktiate pest control services, Eo
an#Hsre rodente are not within the building structures.

170 Coordinate with the Faclilities Management Department (ITCZ4) on
all firm prevention plans. squipment checks, procedurss, and other Fire
related ipsuse as needed.

{8} Check lockers avary morning at 2400 (1Z:00 P.M.) or 0100 {1:00
A.M.). Any locker with padlock atlll em them will receive a notice taped o
the locker to remove the lock and all contents, Second-day viclations will
be annocated on the criginal posted noctification, Third-day violation will
result in locks being cut off and contents threswn away,

&, Géverpment employess and contractors wlill:

i1l Ensure the facilities are not mistreated, miaused, or vandalized
in any mannar.

12) Immecdiately report any deficiency wia the superviscor ar
dealgnated repressntative to the Facilities Management Deparcmaat (ITC24)
using the GroupWiae address; itemaint@onrt.nola.navy.mil.

13) Hotlfy che Honitor Diapatch Desk abk 697-1500 of any urgent
maintenance request during weakenda, halidays, after hours.

{4) Request approval from thae Facllities Mansgement Department
(ITCi4} before hanging or posting articles te Ehe walls or windows of the
building or to the exterior of cubiclea. At oo time will individualas be
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allewsd to hang or affix articles to the walls =f the facility without peier
canrdination and approval feom the Facilities Managemant Department (ITC24] .

(5] Recaive approval from the SPREARINFOTECHCEH Director or Technical
Director, before hanglng decorations seen from the outeide of the building.
Seagonal decorations will ke reatraiosd and in gqood tasta.

(&1 Hot play susic through computers or pertable devices loud encagh
Lo & beard by ocooupants in adjacent cubdcles.

I'T] Hot littér the grounds. Place trash in trash receptaclen .
(8] Use walk-ways. Walkisg on grass is prohiblted.

[#) Hatify the Facilities Masagesent Department {ITC24) of all
stolen/misplaced equipment furmicures.

5. Repares

s. The Facility Deficiency Report reguirement contalmed in paragraphs
4(2}, and (3] above has bean assigoesd report control aymbol
SPAWARINFOTECHCEN 11014-1. This requiremant will be repain in effecc far
only 3 yesara feom the date of this instruction.

b. The Hissing, Leat, Stolen, or Recovered (MLSE) Gowersment Froperty
report requiremeant contained in paragraphs 4ails] and 4¢{9) absve has been
aspigned report contral symbol SECNAY 5500-1 per reference (o),

&

/!
L wicwasr, 3. ®1
By directicn

Diestribution: IEFAHARINFOTECHCENINGT SZ18.11)
Listm A, B, C, D, E, and F
Hanagers will ensure all personnel are in receipt of this instructicon.



